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CHAPTER I
STATEMENT OP THE PROBLEM
Introduction
In the following study the writer proposes to show how
a suburban high school is attempting to solve the problem
of disseminating occupational information for the purpose of
placement to a large group of seniors who are taking the
general course* This group has had no special training to
develop a specific skill and needs a practical program of
orientation to the world of work in order that they may face
their future with confidence.
To adjust themselves to living in this industrial age
will demand a skill which cannot be acquired by the trial
and error method of past generations. Too many workers are
defeated and unhappy because their preparation to meet the
requirements for living in our complex society has been a
casual affair. The postwar period demands a specific train-
ing for the worker to aid him in getting the most out of life
and to bring forth all his potential abilities. He should
leam how to appraise himself. He should learn to direct
his personal development and to take advantage of opportuni-
ties for growth. The gaining of these abilities should not
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be left to ehanoe* An organised formal program In vocational
guidance and occupational Information is needed. This program
should have a purpose which can come only from creative lead-
ership and inspired insight on the part of the secondary
schools into the problems of youth in modem society.
It is encouraging to see that many secondary schools
|
are recognising their responsibility for this leadership and
are trying to establish a practical working curriculum which i
will provide an adequate educational program suitable to all
American youth. Statistics prove that progress has been made,
but until an effective guidance program which will meet the
needs of all American youth is also well established, we will
not be able to meet the basic goals of education for modem
living which is to prepare youth for effective citizenship
by giving him an understanding of the personal, social,
recreational and vocational activities in which he will con-
tinue to participate throughout his life.
Youth's B^eed for Vocational Guidance
The justification for the proposed offering in occupa-
tional information is found in the overwhelming evidence of
the needs of youth for assistance in making satisfactory
occupational adjustments.
Guidance has always been a primary need.— The human
need for vocational guidance and occupational infoimatlon
has always been felt by civilized people. One has only to
t*
t
recollect that the ancients repaired to the oracle at Delphi
for the purpose of ascertaining whether they should proceed
or engage in contemplated action in order to understand how
strong this instinct for guidance is inherent in men. Plato,
in The Repuhlio . Book II, refers to the difference in natural
endowments and aptitudes of man and to the greater probability
of success when man follows his natural bent and confines
himself to one occupation rather than meiny, making that oocu~
pation his chief concern. Thus, history shows that the prob-
lem of a vocation is as old as humanity. The more complex
economic life becomes, the more difficult man's choice of a
life work.
Technological progress creates problems in occupational
information .— In the last three decades technological
progress has developed so rapidly that whole groups of workers
in various trades have been thrown out of their jobs and
obliged to seek for, and depend upon, undiscovered skills
in order to establish themselves in new fields of endeavor.
Thus, the mechanization of our modem world has created prob-
lems of living which challenge human powers for adjustment.
Youth finds that the major occupational fields have been
divided and subdivided to such an extent that he is perplexed
in making his choice and confused as to the manner in which
he should proceed toward his occupational goal.
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The transition fromSocial ohangea bring confusions *
school to life situations; social, civic, recreational,
health, and vocational has created confusions from which
youth cannot emerge without help. The changing needs of
community life are greatly influenced hy the influx of new
Americans. Social and vocational life have become so in-
volved that even the traditional American family has diffi-
culty in providing its children with the essential informa-
tion about occupations. This problem throws the responsi-
bility of aiding the students to mahe proper choices for
his future success and happiness directly on the school by
means of a social, civic, moral guidance program to Interpret
vocational life in modem society.
Emphasis shifted on employable qualifications#— Modem
trends reveal that employability of youth depends much on
his social adjustment. Emphasis is placed squarely on
youth’s ability to get along with others. He is required
to learn self-control, self-discipline, courtesy, and de-
pendability in order that he may meet the crises and demands
of modem occupational life. It is expected that he adapt
himself not only to people but to situations. Ho must be
versatile in his ability to do different kinds of related
1/
work. One author says,
In the future, youth must follow a somewhat more
^ A.H. Edgerton, ”Guidance in Transition from School to
^fe". The Thirty-seventh Year Book. Public School Publishing
Company, Bloomington, Illinois, IdSs, pp. 238-239.
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dlffloult ooTirso in choosing, preparing for, and
adjusting to life situations. To benefit most by
the new turn in events, one must (1) be sensitive
to swift changes resulting from technological and
other social developments, (2) be quick to seise
any available experience leading to desirable
learning and growth, (3) be alive to growing op-
portunities in occupational and community en-
deavors, and (4) be eager to seek pertinent knowledge
of changing employment and community conditions.
Those who make intelligent plans for this longer
period of preparation before entertaining employ-
ment and community life are not likely to find
their futire opportunities limited by lack of
necessary educational background.
Paotors influencing occupational choice.— Many interest
ing studies of factors Influencing students on the choice of
1/
a vocation have been made. One by Endlcott revealed that
the influence of parents and successful acquaintances was
the strongest determiner of vocational choice. Natural
ability, teacher’s influence, and school success were the
least potent.
tj
A detailed study by Rosander showed the tendency for
the economic conditions of youth from sixteen to twenty-five
years to be determined by those of their parents. He found
that data are now available from studies to disclose to what
extent social and economic stratification exists among youth.
These data showed directly the relationship between the
\] P.S. Endiooit, "Factors Influencing High School Students
on the Choice of a Vocation,” Vocational Guidance,X, May, 1931,
pp. 99-101.
^ A.C. Rosander, "The Economic Stratification of Youth andIts Social Consequences." Journal of Educational Research,
Xmi, April,1939, pp. 694^^SOT:
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ooonpatlonal groups of the fathers and those of their em-
ployed sons and daughters*
Among fathers who were skilled tradesmen it was
found that those among the youth are sales, clerical,
and the semi-skilled occupations* Of the youth in
managerial positions slightly more than one-half come
from homes where the father was in this field* Less
than one-fourth of the youth in the sales and clerical
fields came from the s€une occupational group showing
that this occupational group draws from many occupa-
tional fields* Approximately half of the skilled
youth reported a father with a skilled trade, while
less than one-fourth of the semi-skilled came from a
semi-skilled occupational background, indicating that
amcng these employed high school youth this occupational
group is somewhat like the sales and clerical group
with respect to the variety of family occupational
background represented by youth*
Thus it appears that those with a professional,
managerial, or skilled family background have a distinct
advantage in getting jobs in these fields. However,
there is a difference between male and female youth
relative to tendencies toward occupational stratifica-
tion. There is a very strong tendency for the occupa-
tion of the girls to be free from the Influence of the
father* s occupation, something which is not true of
the boys.
The author feels that the results of the survey brought
forth implications for vocational guidance which are not easy
to isolate* He asks, **Are youth following the field of the
father because they have to or because they want to ?" His
position is that youth have not much choice in the matter.
They get positions any way they can and this is often through
friends and relatives.
Studies of this type reveal youth* s need for an adequate,
accurate, and efficient program of occupational information
which will aid him to understand himself and his relation to
the world of work* This comprehensive program should lead
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7to understandings that are essential to the development of
effective citizenship which Is the goal of all education.
One writer says.
We must see clearly youth’s need In the modem
world before we can design an effective program.
However, before designing the curriculum and the
program of the school. It Is essential to analyze
3ust what Is Involved In effective citizenship In
a democratic society such as ours.
The realization of democracy requires Individuals
who are able to think clearly and without prejudice,
who have acquired a high degree of self-direction,
who are tolerant concerning the ideas of others,
and who have learned to cooperate toward a common
goal. Such personal characteristics and attitudes
are extremely Important, but other outcomes are
necessary If an effective citizen is to be developed.
There must be available the acquisition of the
knowledge, attitudes, skills, and abilities which
are requisite for happy personal living, for civic
understanding and responsibility and for effective
social and economic relationships.
Elements of a Satisfactory Program of Vocational Guidance
Basle Idea of vocational guidance.— That process by
which the student becomes acquainted with a wide area of
Information about his abilities. Interests, ambitions, and
opportunities Is the basic idea of vocational guidance.
He Is made conscious of his needs In adjusting to his ed-
ucational, civic, social, personal and vocational problems.
Out of this training guidance purposes to assist him so
that he can more satisfactorily shoulder his responsibilities
1/ S.J. MoLauglalin, "Meeting the Heeds of Adolescents In
me Secondary School," The Bulletin of Secondary-School
Principals
, XXX, March, 1946, p. 16.
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and solve his problems throughont his life. Such a program
cannot attain its goal if the individual is not given a great
deal of information in three areas. He must learn about him-
self through a program which gives him an opportunity for
self-appraisal* He must learn all the desirable qualities
necessary to get along with others and he must be provided
with adequate information about Job trends, major fields of
work. Job requirements, local opportunities, and, other types
of information related to economics in life.
1/
In one of his recent books Bell states:
The primary function of good education is to help
youth come to a better understanding of themselves
and the world they live In. Guidance Is not educa-
tion, but rather the pervasive principle whose op-
eration In a school makes education more meaningful
to the Individual and more profitable to the community
which provides it. Guidance contributes to the growth
of the individual by creating a more satisfactory
adjustment between what he needs and what he is
taught. By operating in a diversified program, it
provides the best possible assurance that the varied
educational resources of a school or a school system
will be put to Intelligent and profitable use.
In the principles adopted by the national Vocational
Guidance Association in 1921 and revised in 1934 are found
in brief the elements of a satisfactory vocational guidance
program. It is certain that few responsibilities of a
guidance program are so Important as "the process of assisting
^ H.M. Bell, A Sfady of Occupational Adjustment . AmericanCouncil on Education, Washington, 1>.C., 1940, pp. 24-26.
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the Indlvldnals to choose an ocotiTDatlon
,
prepare for It,
1/
enter upon and progress in it»"
The philosophy of leaders in the field of guidance is
that a comprehensive program of vocational guidance covers
y
certain definite areas. Myers takes a broad view. He says
that the secondary school should be concerned with eight
different services to fulfil its responsibilities. He lists
them as follows:
1. A vocational information service
2. A self-inventory service
3. A personal data collecting service
4. A counseling service
6. A vocational preparatory service
6. A placement or employment service
7. A follow-up or adjustment service
8. A research service
In her discussion on elements of a satisfactory eduoa
3/
tional and vocational guidance program Mildred Billings
1/ Yooatlonal guidance as defined by the TTational Vocational
^idance Association, "The Principles and Practices of
Educational and Vocational Suldanoe," Occupations, ZV, May,
1937, p.772.
^ S.B. Mysrs, Principles and Techniques of Vocational
^1dance MoGrraw-Slll Book Company. Inc., few York. l94l.
p.107.
^ M.L. Billings, Group Methods of Studying Occupations .
International Textbook Company
,
"Scranton, Pennsylvania,
1941, p. 36.
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states that the primary function could he reduced to the
following five steps:
!• Gathering information about occupations including
education and training needs
E. Helping people to^ acquire this information
Helping to analyse the individual
4* Counseling the individual
5* Aiding in placement of the individual and following
up his progress.
She says that it is essential to weave these separate
functions into a unified program with proper balance and
emphasis to meet each situation.
1/
The early concept included six main elements of a
complete guidance system in the organization of vocational
guidance. They are listed under the following headings :
1* Surveys of:
a. Students
b. Educational opportunities
0 . Occupational opportunities
d. Social needs
e. Clinics and dispensaries
S. An analysis of the individual’s qualifications for:
a. Physical assets and limitations
b. Educational requirements and limitations
0 . Social assets and limitations
d. Economic status
e. Possession of marketable skills
f. Level of intelligence
g. School achievement
h. Question of aptitudes
1/ A.J. Payne, Organization of Vocational Guidance , McGraw-
ffiLll Book CompanyV Inc., HewTorfe, ldS5, pp.llS-lS9.
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1. Major characteristics
J« Expressed Interest
k# Avocations
!• Psychopathology
m* Requirements of Job
n. Educational requirements and limitations
0 . Intelligence requirements and limitations
p* Occupational skill necessary for Job
q* Desirable aptitudes
r« Job analysis
s. Promotion opportunities
t« Learning opportunities
u. Desirability of Job
V. Permanency of Job
3* The making of an advised choice by:
a* The advisor
b* The ambitions of the parents
c« The student
4« Education and training:
a* Academic
b* Try-out courses; self-discovery courses
0 * Short-unit courses
d. Vocational education
5* Placement:
a* Self-placement
b« Assisted placement
6. Supervised progress:
a* Checking the guidance
b. Progreso by short units
0 . Progress by long units.
It Is Interesting to note that this early concept contained
all the elements of the present program with one possible
exception. The emphasis on helping the Individual seems.
In some Instances, to take the form of advising and Influenc-
ing him. The history of the guidance movement reveals that
there was a definite shift In the principles as adopted by
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the national Vocational Guidance Association in 1921 to its
present-day policy. The first interpreted guidance as giving
the individual information and advice, the last emphasizes
the need of assisting the individual to choose for himself.
This last concept is fundamental to a satisfactory program
of guidance which, to he effective, must he based on the
principle of helping the student to discover his own abili-
ties and their relation to the world so that he can live a
well-balanced life#
The writer’s opinion is that a well-balanced program
of vocational guidance provides opportunity for youth to
study his own interests and abilities, to learn about the
world of work with emphasis on his own locality, to make
a tentative choice or choices of an occupational field in
which he might be successful, and to learn to understand,
live and work in harmony with his fellow man in this most
difficult period of our changing social order.
The Guidance Program in Watertown
The guidance program in Watertown as outlined below
alms to individualize the educational program of the student
by placing the responsibility of helping him to Interpret
himself and his relationship to school and life in the hands
of a trained staff.
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I. Division of Responsibility
A. The Superintendent of Schools directs and approves
the organization and administration of the guidance
program throughout the Town.
B. Some phase of guidance is the duty and responsibili-
ty of every teacher in the school system.
1. Counselors act as consultants and coordinators.
2. Homeroom and classroom teachers should take
an active interest in each individual and
carry out the work assigned by the principal.
C. The Director of Measurement and Guidance is the
functional administrator and coordinator of the
town-wide program under the direction of the
Superintendent of Schools.
1. He acts in an advisory capacity to the several
school principals.
2. Ho supervises the staff of the Guidance
Counselors, making visitations to counselors
at work and holding professional meetings.
3. He directs the counselors and assists in
the development and maintenance of information
files - educational, occupational, etc.
4. He is responsible for developing a testing
program which will not only assist in the
proper guidance of individuals, but also,
serve as a basis for the continual appraisal
of the school system.
5. He reports his findings to the school principals
from time to time, suggesting such changes
in school curricula as may be more in accord-
ance with pupil interests, abilities, apti-
tudes, and circumstances.
6. He develops and supervises the maintenance
of proper cumulative records covering student
progress through the various girades.
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7. He assists the principals in coordinating the
work of the homeroom and classroom teachers
as it affects the guidance program, taking
such professional steps as might he necessary
to acquaint those effected with their duties.
8. He organizes and operates a centralized service
of placement, and counsel for drop-outs and
graduates of the High School.
9. He organizes and conducts such follow-up
surveys of graduates and drop-outs as may be
practical and reports the findings to the
High School Principal and the Superintendent
of Schools.
D. The Principal, as the administrator in his school,
is responsible for the organization and administration
of the guidance program carried on in his building, but
follows the principles established by the Superintendent
of Schools through the Director of Measurement and
Guidance.
1. He assigns work to counselors with the approval
of the Superintendent and Director, designating
one to act as head counselor.
2# He is responsible for the supervision of all
the guidance activities carried on in his
school- that of the counselors, the classroom
and the homeroom teachers - reporting and
consulting with the Director on the progress
of the work.
3. He is responsible for building up the spirit,
morals, and life of the school in such a way
that not only guidance but all other activities
may function properly.
4. He continually revises the program of the
school and its time schedule in such ways
as may best serve the needs, interests, and
abilities of his pupils.
6, He is responsible for the development of a
program of student activities; such a program
may have important guidance implications,
especially when it leads to the discovery
and development of interests and special
abilities.
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6. He deals with the most serious problem oases*
In a large school he oan scarcely have time
to carry on all the investigations that are
necessary In each problem case, but when the
facts have been discovered and laid before
him by the counselor, the principal must be
responsible for the final disposition of each
case*
II# Organ!gation of Program
A# The organization of the guidance machinery is as
simplified as possible so as not to lose sight of
the real purpose of the machinery- to help the
individual.
1. In the Elementary schools the principal and
teachers act as the guidance functionaries.
a* The emphasis at this level is- proper
adjustment of the student and provision
for remedial instruction.
b. General ability and achievement tests,
supplementing teachers* marks, should
form the basis for adjustment and
remedial work.
0 . The Student Record Card- G 30- should be
carefully kept for each student each year.
Anecdotes, comments and remarks that
have a bearing on the growth and the
development of the child should be re-
corded.
2. In the Junior and Senior High Schools, proper
adjustment of the individual and provision
for remedial work are also basic aims. In
addition, the program must be developed to
provide for more detailed study of the in-
dividual, and the presentation of information
to the individual, and provision for activities
and opportunities that will assist the individ-
ual educationally, socially, morally, voca-
tionally, oivloally, and reoreatlonally.
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This requires adequate provision for:
a« Counseling all students Individually*
b* The keeping of adequate personal records
for each Individual.
o. Securing and presenting vocational,
educational, recreational, civic and
social Information to Individuals.
d. Interpretation of Information for the
individual - Information about himself
and information about his opportunities
and possibilities.
e. Assisting the Individual to identify
his purposes and goals and to make suit-
able plans for the realisation of them.
f. Assistance In the student’s transfer
from school to community life.
g* Continual follow-up of drop-outs and
graduates*
III. Culdance Personnel.
A. The Counselor
1* The counselor should develop into a specialist
on all phases of guidance problems so that
teachers, parents, and students alike may turn
to him for accurate and reliable information
and counsel.
2. He should be one especially interested in
young people and one to whom pupils naturally
go with their problems.
3. Counselors should be capable of winning,
rather than commanding, the respect and
cooperation of pupils and of fellow workers,
4. Sufficient time should be provided in his
weekly schedule (one period per day throughout
the week for each 100 students) for:
a. Individual counseling and adjustment.
(Each student should be counseled Individ-
ually at least twice a year)
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4 b# Keeping personnel records
c* Condnctlng research into individual
differences and adjustments.
d. Maintaining a constant research of:
-College entrance requirements
-Trade school and vocational schools
-Occupational information
-Local occupational opportunities
-Social service and recreational
opportunities
-Pollow-up of former students
5. Counselors should show interest in professional
training and improvement and shall be advised
by the Principal and the Director on suitable
preparation for the same.
B. The Homeroom Teacher - (The backbone of the guidance
organization)
•
1# He should make sincere efforts to know each
homeroom student as an individual.
2. Informal individual conferences should be
planned periodically for each student
throughout the year to get better acquainted
with him.
3. Frequent conferences should be held regarding
individuals.
4. Homeroom teachers should work closely with
counselors.
C. Homeroom Teacher as a Counselor
1. The homeroom teacher should feel a responsibil-
ity for each individual in his room.
2. He should counsel students on such problems as-
a. Personal appearance
b. Behavior
c. Attendance
d. Success or failure in work
e. Right attitudes
f. School citizenship
g. School spirit
h. Development of Interests
i. General discipline, etc.
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3. Problems requiring special information
or assistance should be referred to the
student’s counselor, (The "Pink slip“ Report
to counselor- should be used for this).
4. The homeroom teacher is not to keep personnel
records (counselors will keep all such records).
5. Information considered Important should be
referred to the counselor either in writing
or orally. (Confidential matters should not
bo written).
D, The Classroom Teacher
1. Each subject teacher, deeply interested in his
subject, should arouse the interest and en-
thusiasm of the individual and assist him
in developing proper attitudes toward the
subject.
2. The occupational application and implications
of the subject should be stressed as occasions
arise.
3. Work samples and projects should be arranged
that will challenge the individual and provide
exploratory and try-out experiences.
4. Teachers should continually encourage students
to develop their special Interests and abilities,
especially those related to the subject.
5. Opportunities that help to develop school
spirit and morals, citizenship, proper social
behavior and individual personality should
not be neglected.
6. Teachers should take a helpful, friendly,
and personal Interest in each individual.
7. Subject teachers should cooperate with home-
room teachers and counselors in helping
to know better and to assist the individuals.
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IV. Measurement
The measurement program shall be organized and directed
by the Director of Measurement and Guidance with the approval
of the Superintendent of Schools and for the purpose of
supplementing the work of the Guidance Program.
A. Group Tests
1. General Ability tests are to be given each
year at key grade levels and to new students
admitted to school above grade three.
2. Achievement Teste in school subjects are to
be given each year to those grades and in
those subjects as shall be deemed necessary.
3. Interest and Aptitude tests should be given
to those groups and in those fields where
suitable measuring Instruments are available.
B. Individual Teats
1. Psychological tests to under-age children
for admission to grade one.
2. Psychological and placement tests to those
children recommended by Principal as needing
same.
Personality and other tests to be arranged
as needed and where deemed practical.
C. Reporting Test Results
! Adequate means of reporting test results
shall be developed and organized by the
Director.
2. He shall report his findings to the
Superintendent of Schools and to the
Principals as soon as is practical after
the tests have been administered and scored.
3. He shall also devise means for interpreting
the results which shall be utilized in
each school as the principal deems advisable.
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Description of the Experimental Sroup
Watertown, with a population of approximately thltty-
) seven thousand, has the distinction of being the largest
industrial town in the East. Because the high school has
an enrollment of twelve hundred pupils coming from many
racial groups, the need for organized occupational informa-
tion classes for all students has long been felt. It seemed
wise, however, to limit the membership and place the course
in the curriculum as an elective for the general course
seniors until a more extensive study of local employment
requirements and needs could be determined, and the problems
that our students met in transition from school to work
could be studied.
The experimental group consisted of thiflfcy members,
eleven boys and nineteen girls. A questionnaire revealed
that their reason for taking the course was the confusion
they felt in planning a career. Some of this confusion
stemmed from limited ability. The scholastic aptitude scores
taken from the Pintner Advanced Test ranged from seventy-
three to one hundred seven with seventy-five per cent of
the group with a score below ninety-five. The achievement
scores from the cooperative teste showed low achievement in
the reading skills. With two exceptions, the personality
ratings which covered a period of four years were good.
Two members of the group had outstanding qualities of leader-
ship while the rest were good followers. Their cultural
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background was English, Irish, Italian, Armenian, and Greek.
The chapters which follow will review the problems which
the writer met in organizing a course suitable to meet the
needs of the group. The units in the experimental course
will be discussed and the writer will attempt to appraise
the experiment and to offer revisions which will make the
Course in Occupations more practical to those students who
are about to enter the world of work.
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CHAPTER II
THE EXPERIMENTAL OFFERING
The Program
Baokground of the ocoupatlonal course.— It is a
recognized fact in Watertown that subject matter in the
elementary schools offers many opportunities for the in-
formal dissemination of occupational information. Through
literature, the social sciences, and mathematics, the work
of the frlst six years presents unlimited sources of informa-
tion about the world of work and the occupational life of
the workers. The Junior high school contributes data through
try-out courses and occupational units in all subjects which
later form the basis upon which occupational choices may be
made.
Elementary teachers are led to realize that, because
occupational choice is not made at any special grade level,
all information must be accurate enough so that, by gradual
accumulation, children receive sufficient knowledge to pro-
vide a basis for choice which is carried over into the Junior
high school. Hero the opportunity is increased, and it is
the responsibility of every classroom teacher to assist the
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student to understand Ms abilities and their relation to
the occupational life in the ooimnunity. Understanding this
relationship is especially important to the drop-outs who
will not continue their education into high school, and as
a result, will never receive any formal discussion of their
specific problems.
Two factors essential to satisfactory program.— A
satisfactory occupational information program contains two
essential parts. First, the student, through opportunities
for self-appraisal
,
must have an accurate picture of his
interests, aptitudes, abilities, desires, and needs. He
must be helped to understand his weaknesses as well as his
strengths, and to realize that there is a broad area in
wMoh such abilities as he has can be utilised* The second
part is that of providing accurate and reliable information
about the world of work, with opportunities for youth to
see his personal relation to it, and to discover by means
of a placement service how he measures up to the standard
qualifications for chosen occupations. Leaders in the
field agree that these two factors are essential to an
1/
adequate program. Seamster writes,
A course of study in occupations must provide the
means whereby these two factors, self-understanding
and a knowledge of the nature and extent of the
1/ F.C. Seamster, A Handbook in Occupational Information
and guidance
,
Department of PuFlic Schools, State of Missouri,
Mid-State Printing Company, Jefferson City, Missouri, 1941
,
pp. 44-45 .
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occupational world, are brought into effective inter-
action. The objectives of the course of study in
occupations may be more specifically stated as follows:
1. To acquaint the student with the major classi-
fications of the world’s work and with the general em-
ployment trends as these have been revealed over a
period of years.
2. To make a detailed study of certain vocations
or professions which appear to be of major Interest to
the students in a given class or group. Following this
study, careful consideration should be given to vocations
and professions related to the first group studied.
3. To survey Job opportunities in the area in
which the students live for the purpose of showing the
relationship of opportunity or lack of opportunity to
the choices which the student has made.
4. To enable each student to become acquainted
with his own special abilities and the nature of his
personality development if he is to match his potential-
ities with the requirements for adjustment to a Job.
6.
To acquaint each student with such techniques
as he can master relative to the nature of the develop-
ment of personality and to teach him to use these tech-
niques in the matter of self-directed personality
development.
6. To teach students that there is no single
occupation best suited to their needs. To impress
upon them the fact that Jobs in certain areas are
related to each other and consequently that they
may learn to perform well in a number of kindred
occupations.
7. To provide opportunities for students to
have interviews with successful business and pro-
fessional people for the purpose of gaining informa-
tion relative to a given business or profession.
This may be done on an individual or group discussion
basis.
8.
To provide, if possible, opportunities for
each student to observe people actually at work in
the vocation or profession in which he is most in-
terested.
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9« To have students become acquainted with employ-
ment services, registration procedures. Interview tech-
niques, and such other Information as they may need In
securing employment*
10* To provide means. In so far as possible, whereby
the student may learn the nature of the standards of
achievement which an Industry or a profession may right-
fully set up.
Objectives of the experimental course*— With the two
factors suggested by Seamster In mind, the writer built the
experimental program for the twelfth grade occupations course
upon the following objectives:
1* To give a brief survey of occupations as listed
by the United States Census for the purpose of
broadening and enlarging students’ Interests In
occupational fields*
2* To aid students to leam what constitutes a
suitable occupation.
3* To Impress students with the Importance of making
a careful study before selecting a suitable occupa-
tion*
4* To assist students to leam what skills, abilities.
Interests, and other qualifications they have to
offer*
5* To help students to leam what skills, abilities
and other qualifications are needed for entering
their chosen occupations*
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6# To familiarize students with available occupational
literature and other sources of information#
7# To encourage students to investigate several
occupations to which their interests and abilities
seem adapted#
*8# To study problems of occupational life, including
functions of labor and management, laws affecting
working conditions, security of employment, and
social security.
9# To inculcate a comprehension of the Interdependence
of workers, and an understanding of the part each
worker plays in our economic life.
*10# To study occupations of importance to the community,
with particular reference to conditions of employ-
ment, trends, overcrowding, and demands for specific
skills in special fields#
11# To bring out qualities of character and attitudes
essential to suooess in school or elsewhere, and
to develop worthwhile habits of work and conduct.
*12. To develop an appreciation of and respect for all
socially useful work.
13. To train students in the techniques of Job getting#
14. To appreciate the worthwhile use of leisure time
as essential to a useful and happy life#
* M.L# killings, group Methods of Studying Occupations #
International Texiboofe Company, Scranton ,Pennsylvania
,
1941, pp, 23-26#

The aocompllshment of the above-mentioned objeotives
neoessarlly implies teacher knowledge of the ability, aptitude,
and training of the individual student, and familiarity with
the community jobs which are available, and which match the
student’s ability. If these objectives can be made effective,
the orientation program should result in a well adjusted work-
ing member of society.
Outline of twelfth grade program.— The outline given
below is adapted from the outline used in the Chicago Public
Schools as stated by Grace Munson, but adjusted to the time
allotment, class interests and needs, available materials,
and the local occupational situation.
Unit I. Introduction and Bibliography. (2 weeks)
A. Discussion of aims and activities of the course
B. Terminology
C. Bibliography
Unit II. Self-Appraisal . ( 3 weeks )
A. Existence of Individual Differences
1. Autobiography
a. Racial and cultural background
b. Family traits, vocations, achievements
c. Health history
d. Educational history
e. Hobbies
f. Social and occupational experiences
^ Grace Munson, "A Course in Self-Appraisal and Careers,"Educational and Psychological Measurement
,
I,Hool, 1941, pp.48-
1 61.

B* Personality traits
1* Self-rating charts
a. Loyalty
h* Accuracy
c* Punctuality
d. Dependability
e. Sincerity
f. Honesty
g* Sense of humor
h. Friendliness
i • Self-reliance
j* Punctuality
k# Adaptability
1. Industry
m* Alertness
n* Tolerance
o« Ingenuity
p. Initiative
q. Courtesy
C. Discovery of individual differences
!• Testing program and profile sheet
a. Kuder Interest Inventory
b. Primary business test
c* Scholastic aptitude test
d* Vocabulary test
•
29
e* Spatial relations test
f* Mechanical comprehension
6* Mechanical aptitude
'h^ Clerical promise
i* Clerical aptitude
2« Interpretation of profile
a* Relation to occupational planning
Occupations (10 weeks)
A* Man’s interdependence in work
1. The growth of interdependence
a* Primitive methods of work
h* Development of specialization
c# Effect of specialization
d* Discussion of our highly specialized
working world
e. Release of human energy for cultural
service and leisure-time activities
2* Evolution and importance of occupational
grouping
a« Development and significance of the
merchant guilds
Development of the craft guilds
0 . Present-day significance
(1) Employee organizations
(2) Employer organizations
(3) Trade associations
(4) Professional organizations
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3. Soolo-eoonomlc factors in the study of an
occupational area.
a. Basic attitudes toward occupational
rewards other than money
4. Legislation affecting workers
a. Social security
fl) Old age insurance
(2) Unemployment compensation
b* Wage and hour laws
c. Child labor laws
B. Significant Relations and trends
!• Classification of occupations - 1940 Census
a. Importance of general survey as well as
specific
b. Occupational areas, occupational fields
2. Significance of trends in occupations
a. Technological
b. Commercial
c. Personal and domestic
d. Professional and semi-professional
C* Study of the community occupations
1* Study of chosen occupations
2* Relationships between school subjects and the
occupations
3. Graphs of life earnings
4. Case study of an individual (Biography)
• Intensive study of several occupations
through the following outlines
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6* • a« Typical duties
b* Conditions of work
o • Earnings
d. Personal qualifications necessary
(1) Physical
( 2 ) Mental
f3) Personality
e. Training and education required
f. Methods of entering the occupation
(1) Labor union requirements
( 2 ) Closed or open shop
(3) Job first or union membership first
(4) Pees
g* Opportunities for promotion
h* Trends
Unit lY. Techniques in securing and holding a job (2 weeks)
A* Know yourself
1. Abilities
2, Skills
3* Personality
4* Interests
6* Outline assest and abilities, bring out strong
points.
B. Know how to apply for the job.
1* Personal interview
8., Pill out application blank
. i
1
‘T
.’j.O
... '
:
' 1 ' \r:
0 i 4 i
"
if--'
'
"
‘''-'- ''
rr. X '-
Tivj-n^”'. "* "i
J-
’-
f*
;.
;
,»•, ac . ' ^r''rl«'iT - '>
no I f' .•‘''•>'^ •'{m ,. ' ^ L
f,;." it-
' •. rto rfc; rrcrfiJ-'
1 ,
i~. '*r
f'. 0 V :) -' .o IV V i ^
’.i..
’'. ••' .•
'.{ rrol/.t’ ' ') ’, *•)
i'(n' >' •
) do^ ;^r: l-’^ real ' •.I'? rro?]- »T.^ U' ''''
r
i I OF. '‘T'l/
^ : J:ftU
»"i.>
( — • i
- V f W iV -' - . . . r.' *
riii'rcT
,
. t.- 11 'oa bo :o
. .. a !: f' • •
C’ c ;'. ' ‘CI* i-n*'- •; . j n-? T/orr
7 -. CV’YO'^I :
v»
«r« ft >ii
i
r
L
B* 3* Write letters of application
4. Develop poise and confidence
5* Know things to avoid
6* Know how to ask about salaries
7. Know how tactfully to follow up interview
The course as outlined above Is a major elective. It
is taught four periods a week for one semester of eighteen
weeks, and is credited with two points toward graduation*
Wo special textbooks are used, but a reference book-shelf
and an extensive occupational file is available to the
students* The school library, as well as the public library,
is helpful in presenting material to the students.
Suggested methods of class procedure*— All teaching
techniques are brought into play* The factual material which
Is necessary for building proper understanding can best be
developed through the traditional recitation of question and
answer, with available material before the class* Much of
the recitation time is taken up with informal discussions,
a method which has proved valuable as a means of encouraging
the shy student to assert himself, and of helping the entire
class to think logically and express themselves clearly. A
real spirit of cooperation has resulted* When it is necessary
to organise and record facts it has been done in the library
with the assistance of the teacher and the librarian* To
save time and to bring a wider knowledge of facts to the
class, the lecture method has been used, but the teacher
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has attempted, to limit this method. In ord.er to encourage
stud.ents to feel that their aotive participation is what
makes the class worth while*
Problems and projects of the course*— The following
projects were used, with consid.erable success:
1* Reports on read.ings from fiction
2* Three-minute talks on some phase of occupational
information
3* Autobiography — a long project using the outline
suggested, above
4* Profile sheet
6* Visits to local industry and business
6* Interviews with workers
7* Visual aids
8. A long study of special occupations
9* Visiting speakers
10. Occupational column in the school paper
11* Posters on occupational topics
12* Scrapbook of clippings and pictures illustrating
occupational life
13* Supervised collection of material and information
from local industries
14* Rotebcok to keep information organized
Summary of purpose.— The main objective of this entire
program is founded upon the fundamental purpose of education
which is to assist youth in order that they may be able to
adjust themselves to lifers situations.

CHAPTER III
REVIEW OP EXPERIMENTAL UNITS
Motivation of the Course
Without a basic textbook, and faced with the challenge
of weaving the material from many sources into an adequate
program of oooupational information created perplexing prob-
lems* This chapter attempts to show how the program was
motivated and how the material was used effectively to
servo its purpose*
The writer approached the teaching of the experimental
program with a desire to lead each Individual to develop a
worthwhile philosophy of life, to encourage him to work on
the real occupational problems which confront him, and to
relate these problems to the world of work in which he is
soon to enter* The starting point seemed to be the students*
present interest in school, home and community* A common
ground of Interest needed to be discovered* This was done
very effectively by asking the question, "What do you want
1/
of life?" As each student stated what he thought he wanted
it was listed on the board* The list was not long and was
^ Margaret E. Bennett and Harold C* Hand, Designs for
^rsonallty
.
McGraw-Hill Book Company, Inc*, New York, 1938,
Chapter 8*
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almost identical with the list as given in Designs for
Personality > There was ranch lively discussion, however,
and every memher of the class participated in some way*
The following list was the one finally drawn np, hnt there
was not entire accord as to the sequence when listed as to
importance*
life values as listed by students:
A happy home life
Success in occupation of choice
Sufficient income for comfort
Reasonable security
Friendships
Sufficient education to enjoy life
Effective citizenship
Opportunity to give community service
Satisfactory amount of amusement
Travel
Wealth
The discussion as described above served as a starting
point from which the aims and the activities of the course i
were brought out and a wealth of material which could be used
in future discussions was noted*
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Unit I Introduction and Bibliography
The third class period was concerned with the "What?”,
"Where?", and "Why?" of the course. Mimeographed sheets
for student notebooks were passed out on which was the
following information.
The purpose of the occupations course is to assist you
to understand the many problems involved in choosing, pre-
paring for, and entering into an occupation best suited to
you individually. This understanding is of great importance
if you are to choose your career wisely. This course is pre-
pared to give you a clear and comprehensive view of the prob-
lems you will meet in occupational life, thus increasing
your chances of achieving security, prosperity, and happiness.
As we discuss the many problems of occupational life,
it is hoped that you find the course helpful in the following
ways:
1. To acquaint you with the literature concerning
occupations*
2* To enable you to develop an occupational vocabulary.
3. To acquaint you with the major occupational fields.
4. To help you learn about occupational opportunities
in your community.
5* To enable you to understand better your own interests
abilities and capacities.
6. To help you understand the importance of vocational
happiness.
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7. To help you select your ocoupational fields more
wisely.
8. To assist you to prepare for your chosen occupation.
9. To teach you how to write applications and to make
personal interviews.
^
10.
To assist you in finding your joh.“
The following textbooks will help you. They furnish
the outside required reading which will be the basis of
much of our discussion. They will be found on the book-shelf
in the guidance office, and should be borrowed by meauis of
a library card which you are expected to fill out and leave
in the file box. The school library has many books on oc-
cupations which the school librarian will be glad to help
you find. The ocoupational file in the guidemce office has
a great deal of up-to-date material which has been collected
for your reference.
^ Adapted from 7erl A. Teeter, Occupational Life , A Work
"ffuide for Students, McGrraw-Hill Sook Company, Inc.,'lTew Ifork.
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The class dlsoTisslon of the hihliography for the course j
was followed hy a visit to the guidance office where the
class had an opportunity to inspect the occupational files
and any materials which might he of assistance to them.
They then visited the school library where the librarian
discussed the occupational booh-shelf and the opportunities
which were available to them in the library.
A trip to the Public Library occupied one olass period.
Here the librarian discussed the many books on occupations,
and showed the olass how to look up references of all kinds.
Her enthusiasm did much to stimulate interest in literature
which had occupational significance.
The class was told that in order to understand the
vocabulary of the occupational world, a page of their note-
books should be reserved for unusual or new words and phrases.
A check on vocabulary was made so students were requested
to keep their lists up-to-date. Tests were usually of the
matching kind.
Unit II Self-Appraisal
The autobiography was written after a discussion of
the contribution that the old world cultures had made to
America* The enthusiasm of the students was carried into
the homo, and parents told them stories of their early life
and of their parents which gave fresh understanding and new
interest to the students.
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The personality traits were checked from the point of
view of employahllity. The students were asked to Indicate
the ten traits which they felt were most essential to success
In occupational life. This brought forth a wealth of material
for discussion and developed definite Ideas about the rela-
tion of understanding self, and observing the rules of
courtesy to success In occupational life.
The percentile ranks were given to each member of the
class and he kept his own profile chart. An appreciation
of individual differences was noted, and the students seemed
to take pride In their Individuality rather than, as so many
critics of such procedure fear, to compare their differences
to the embarrassment of the few. This profile chart was
kept in the students notebook in order that he might use
It, as he frequently did. In matching his own aptitudes with
respect to the requirements of various occupations. He
worked on it as he received the percentile ranks of each
test. When the profile was complete. It provided an excellent
yard-stick to measure his interests and aptitudes relative
to Job opportunities.
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Unit III Survey of Oooupatlons
The students were given a mimeographed sheet of
questions and suggestions as study guides for discussion
based on the textbooks on the book-shelf. The Major Occupa-
tions were surveyed briefly, as it seemed essential to focus
attention and to give as much time as possible to the oc-
cupations in the community. Toward the end of this period
each student listed several Jobs in which he was interested
or which ho was willing to investigate. A list of occupa-
tions in town was obtained from the town clerk's office
and these were discussed until the class was familiar with
the opportunities in many of these occupations. Field trips
were planned to places where the greatest opportunity seemed
to lie.
Five visits to local industry were made. The class was
received courteously, and gained considerable information
which aided them in making important decisions.
Outside speakers included capable representatives from
the following fields of endeavor:
Retail store sales
nursing profession
Northeast Airlines
New England Telephone and Telegraph Company
State Teachers* College
John Hancock Mutual Life Insurance Company
Hood Rubber Company
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The Oooupations class invited all interested members of
the school to attend these conferences which took place during
the homeroom period, so that all who wished could go* Time
was allowed for a question and answer period which proved
lively and informative. Since the conferences took place
a number of the students have had interviews and know that
they are starting in the work they chose to do as soon as
they graduate*
Unit IV Techniques of Job Getting
The points to be brought out in "How To Get A Job"
are especially Important and offer opportunity for practice
in class demonstration. Bach student prepared a personal
history sheet* A list of places where students might seek
employment was made for each occupation under consideration*
Letters of application were written and application blanks
were discussed and filled out*
An actual interview situation was set up for a few who
were willing to dramatize the situation and the teacher
acted as the prospective employer. Much preparation was made,
and the dramatization was carried on with dignity and with
efficiency* Follow-up letters were prepared and discussed*
As the class progressed, the historical development of
occupations, their social slgnlfioanoe, legislative controls
and significant trends were treated as Important data in the
study of occupations* Students were made to realize that
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occupational life is not static and these learnings should
serve as a "background for the development of techniques
which will enable them to study occupations in the future
on the basis of whatever new experiences or skills the
Atomic Age may bring to the world of work.
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CHAPTER IV
AH APPRAISAL OP THE EXPERIMENTAL COURSE
Eyalnatlons
Appraisal from writer* a point of yiew^— Criteria for
rating oonrses of study are suggested many times In the
current literature concerning the methods of studying
occupations. The writer, howeyer, felt that the experimental
course could best be appraised by eyaluatlng It In terms of
the objectlyes which she had set up as basic to a worthwhile
course In occupations. A reiteration of the objectlyes with
an analysis of the results reyeals both strength and weak-
nesses, which are enumerated In the following paragraphs:
1* To glye a brief suryey of occupations from all the
ten large groups In the United States Census Classi-
fication for the purpose of broadening and enlarging
student* Interest In occupational fields.
Due to the fact that there Is no proylslon for the
formal teaching of occupations In the ninth grade, the
experimental class had little background upon which to
build the suryey course, and as a result, too much time
was oonsumed In gaining Information with which to base
the course*
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S* To aid students to leam what constitutes a sultable
occupation*
The self-appraisal unit of the course gave the students
a picture of their individual Interests and aptitudes. Each
student was realistic in his thinking and was led through
new learnings to reach valuable conclusions as to what con-
stituted a suitable occupation for him.
3. To impress students with the importance of making
a careful study before selecting a suitable occupa-
tion.
Through the survey, the students were made to realise
that there are a number of occupations suitable for each
individual. Each student was encouraged to make an intensive
study of several occupations. This brought about an entirely
different concept of job opportunities to most of them.
4* To assist students to leam what skills, abilities,
Interests, and other qualifications they have to
offer.
The testing program furnished this information. The
writer feels that adequate information for self-discovery
could have been acquired with less testing than her program
called for. The intensive testing tends to become boring
to the students.
6. To help students leam what skills, abilities.
Interests, and other qualifications are needed
for entering their chosen field.
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Information of this kind was obtained through the
intensive study of the chosen occupations, and a matching
of the required qualifications with the ability pattern of
each student*
6* To familiarize students with available occupational
literature and other sources.
The resources of the occupational file and the school
and the town library were available. A form card asking for
free or inexpensive material was in the hands of a student
committee in charge of building the occupational file.
Visits to Industry and business, interviews with workers,
and visual aids all contributed to the attainment of this
objective*
7. To encourage students to Investigate several
occupations to which their Interests and abilities
seem adapted.
This was made possible through discussion, the library,
and visits to industry and business.
8. To study problems of occupational life, including
functions of labor and management, laws affecting
working conditions, security of employment, and
social security.
The present labor conditions with current news items
produced excellent opportunity for discussion of these prob-
lems both at home and at school. Much independent thinking
resulted.
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9. To Inouioate a oompreliensloii of the interdependence
of workers, and an tmderstanding of the part each
worker plays in onr economic life*
Because this understanding is important, time was given
for discussion of those who make our town a pleasant place
in which to live. The class reached out to the interdepen-
dence of nations and the need of creating correct attitudes
for the promotion of world peace.
10* To study occupations of importance to the community,
with particular reference to conditions of employ-
ment trends, overcrowding, and demands for specific
skills in special fields.
This ohjeotive was met through field trips €md inter-
views. An attempt to survey the field of occupations in
town was made and a first index has been organized. As
Watertown is the largest industrial town in the state, the
opportunity to study community occupations should bring in
rich returns.
11. To bring out qualities of character and attitudes
essential to success in school or elsewhere, and
to develop worthwhile habits of work and conduct.
The self-appraisal program adequately covered the
material in this objective.
12. To develop an appreciation of and respect for
all socially useful work.
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The material In this objective was covered in the same
unit of work as the material in the ninth objective.
13. To train students in the techniques of Job-getting.
Students were introduced to the literature of this sub-
ject, they dramatized situations, answered ads, filled out
application blanks and discussed case studies which were
concerned with this problem.
14. To appreciate the worthwhile use of leisure time
as essential to a useful and happy life.
The tendency to shorten hours in business and Industry
has brought the problem of worthy use of leisure time into
the foreground. Youth realizes and appreciates his need
for a diversity of interests to occupy this leisure time
and enrich his own experience.
In looking back, the writer feels that, while the ob-
jectives were covered, the emphasis was often poorly placed.
Too much importance was given to the mastery of the occupa-
tional survey, while too little was spent on laws regulating
occupational life. The testing program was too long. More
time could have been spent profitably on characteristics
which are essential for getting along with others. The
program as a whole, however, functioned well enough to be
called a good beginning to a worthwhile study of occupations.
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Appraisal from stadenta* point of view.— The member
s
of the experimental group were so artioulate in class dis-
cussions that it seemed possible to measure, to some degree,
the effect the course in occupations had upon them. In fact,
the writer felt that an evaluation of the course would not
be complete without their opinions, and so on the last day
of the course, the following assignment was given:
-
Write a letter to me telling what the class in occupations
has meant to you. Please include your opinion as to what
should be left out, what should be included, and what might
be added to make the course more valuable to the next class.
Please be very frank, as your suggestions will help me to
make the occupations course a worthwhile part of our school
program. You do not need to sign it.
The papers were collected in two groups, boys and girls.
The writer could distinguish the authors of the letters
because she knew the students as well as the writing, but
there was no effort on the part of the students to hide
their identity. They were frank, honest, and straightforward
in their opinions. A few of them are given here.
Personally, I think the class should be a great help
to the students if he would take it seriously. I knew what
I was going to do before I came into this class, but I
found out something else I might like to do in case my
main objective falls through.
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As for suggestions to improve class instruction, I
think we could teike more homework. I think the booklet
should tell all about the occupations they hope to do when
they get out. let each student go to a factory or office
and have a personal interview with the personnel manager
and then come back and tell the class about it, not Just
one or two, because then we will know more about more
places.
If the kids would get smart and work hard on this
(course) they would learn more that would do them good
than any other subject. You do too much work, let the
kids do a little of it. I know I learned a lot of
different things that I knew nothing about before and
never would have heard of. I think this class should
be continued and almost made compulsory for everyone
in the senior class.
( A nineteen-year-old veteran)
I have enjoyed this term and I believe that I have
learned quite a bit about business and the way to find
a Job that will help me. I think there should be more
talk about business from people in different industries
like the people you had talk to us.*’"* I can say that
I wanted to be a florist and still do now that I have
had the occupations course, but I really feel that I have
greater knowledge of business and the opportunities in
the world than I had last September.
( A seventeen-year-old boy)
The term that I have spent on occupational information
has given me several ideas in choosing my future career.
It has given me and the other pupils that I have spoken to
openings that we never considered. It has outlined many
Jobs and the salary which is very important. In my opinion
this course should be developed more thoroughly and should
be a "must” in all senior courses. It allows the pupil to
express his feelings and his own ideas about the future.
f An unidentified boy)
Your Informal talks have been very enjoyable. I do
think, though, that different occupations should be dis-
cussed more thoroughly rather than a general skimming over
them all as a group. If some occupation, where the field
is not over-crowded, and there is a good chance for young
people, was discussed in full, it would be of great value
to the pupils. Also, the advantages of further study after
high school should be stressed.
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If each week each pupil was made to look up all the
details about an occupation that there had been little
class talk about. It would be valuable and by the end of
the year a large group of different types of positions
available to young people would have been gathered.
( A seventeen-year-old girl)
I think the occupations course should have had more
field trips. It would have given us more opportunities
to see other people working and the conditions under which
they work. I also think that each pupil should make a
notebook on the occupation that he Is most Interested In.
For example, he should send away for material on schools,
and other Information about the vocation In which he would
like to work#
( An eighteon-year-old boy)
I learned about some of the big Industries and new
Inventions and Ideas for a better world and also how to
act In getting a job, but I think you should take each
person Individually and help him to analyse himself, and
help him find out what ho can do beet, offer suggestions
whore he could find a job that will suit his abilities.
( An elghtoen-year-old boy who needs
more Individual attention)
These letters were of great Interest to the writer
because so many of them suggested required assignments.
In order to make the class work more Interesting and
stimulating the writer possibly has assumed too much of
the responsibility of class discussion and activity.
Appraisal of procedures In experimental course.— The
time allotted to each of the four units approximated time
necessary to cover the work, but was not correct for each
unit. The writer’s experience convinced her, that the time
should be broken down Into teaching periods. There are
many Interruptions In the program of a large high school.
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and omitting a period can change oonditions and alter plans
to a disconcerting extent.
The methods used for class procedure were adequate for
the beginning group, but much more variety In types of
presentation of the subject matter must be formulated if
an active, vital, and forceful course is to be developed.
It is generally agreed that a class in occupations should
be taught by employing the techniques used in the teaching
of social studies, namely, ordinary recitation, teacher*
s
lecture, informal discussion, and directed study. With
this fact in mind the writer used many of the traditional
methods, but felt restricted because of her inexperience
with her subject matter. She was encouraged when, as the
oourse progressed, many excellent ways of stimulating in-
terest were revealed. This tended to vary and enrich the
experimental program for both students and teacher.
Testing is a teaching device and as such had to bo
used, yet the building of adequate objective tests proved
one of the problems which was difficult to meet. The
students want and expect tests. They use the test results
as the yard-stick to measure their success. The writer
found many areas where the outcome could be tested, but
there are other outcomes such as the acquiring of techniques
for self-guidance which can*t be measured yet should be
evaluated. This was demonstrated by one of the girls in
the class. Ann, a plain little girl of Italian parentage.
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was noisy, boisterous and rude* It was difficult at first
to hold her attention. Patience on the part of the teacher,
a clear understanding of what the course was trying to do
for her, and a surprising willingness to take criticism
changed her so that teachers commented upon her new personal-
ity. Ann, if measured objectively, would have received a
low grade, but her achievement in self-guidance was worthy
of an excellent rating.
The materials of the course have been adequate for
a beginning group. The school and public libraries and
the occupational file in the guidance office provided
material to begin the course. The work experience of
the children introduced the visits of business and Industry.
Outside speakers added new material for discussion. Visual
aids were used in the form of posters, pictures, graphs,
and film strips. Materials could have been used to better
advantage if a room had been provided where materials and
exhibits could have been displayed. Perhaps the biggest
problem facing the teacher of an Occupations course is
to get the time to visit business and industry when the
students can go. The visits of the experimental group
were scheduled during the class period which was before
an hour of homeroom periods. This made it possible to
be out of the building for an hour and three quarters
which was enough time to get around in a town as compactly
built as Watertown,
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More Information necessary at different grade levels
»
—
The experimental course was difficult to fit into the time
allotment because the students had had no organized informa-
tion in occupations and it seemed necessary to give them a
background of the major occupational fields by means of a
survey course. This took time which should have been allotted
to specific information which is pertinent to the placement
problems of the twelfth grade student.
While the guidance program in Watertown allows for
occupational Information through individual counseling,
more information should be available to youth at different
grade levels. In the Junior High Schools each counselor
has an average of three hundred students in her group. Well
organized information could be given at the different grade
levels by counselors using the homeroom period and conduct-
ing group discussion work related to each grade level in
homerooms during these periods.
The group work in the first part of the seventh grade
would naturally be orientation to the new school, but the
last half of the seventh grade and the entire eighth grade
should be occupied with a continuation of the elementary
grades* study of the workers appertaining to our daily life.
This should be done with the purpose of developing an
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appreciation and tinderstending of the occupational world,
not to encourage early occupational choices* The following
1/
units as suggested in Billings would not take an undue
amount of time and would prepare the student to understand
how the world around him functions*
The World of Work
Unit I Why people work
II Workers who help each other
III Grouping like kinds of workers
IV Things to think about in studying occupations
V Our town*s share in the world of work
VI Interdependence of occupational life, service
to others, dignity of labor
VII Essential attitudes-alert
,
thoughtful, coopera-
tive, ethical; personal characteristics such
as-getting along with others, adaptability,
resourcefulness; character qualities- honesty,
dependability, reliability* Using actual
situations or case studies to bring out
these personal qualities*
In preparation for the ninth grade a survey of the
sixth grade elective program should be made and the value
of the special subjects to fields of occupations should be
understood* If youth can see the relation of hie present
program to the educational requirements of occupations, he
will naturally take a more vital interest in his dally tasks*
1/ M.I. Billings, Group Methods of Stuping Occupations ,
Tntematlonal Text Boot Company
,
“Toranton
,
Pimisylvania
,
1941, pp* 62-63*
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The ninth grade program should consist of a survey-
course covering the major fields of work and the educational
requirements of typical occupations within these fields.
1/
As a possible outline the following, adapted from Billings,
Is suggested.
Unit I Educational and Vocational Guidance
1.
The need of making an educational and
vocational plan.
Unit II Our Changing World emd Ourselves
1. Background of present-day living
2. Groups of workers that have developed
3. Society based on groups of workers
4. Relation of level of skill or responsibility
to education and training.
Unit III The World of Work: Survey of Opportunities
1. Agriculture 15. Labor
2. Arts 16. Languages
3. Building Trades 17. Law
4. Business 18. Library Work
5. Clerical Occupations 19. Manufacturing
6. Communlcations and Industrial
7. Domestic and Personal Executive
Service 20. Manufacturing
8. Education Industries and
9. Engineering Trade
10. Elshlng 21. Metal and Machine
11. Pood and Home Trades
Economics 22. Mining and
12. Porestry Quarrying
13. Government and 23. Printing and
Public Service Publishing
14. Health 24. Religious Work
26. Science
26. Social Work
27. Transportation
28. Writing
1/ M.L. Billings, op. Pit.
, pp. 68-70.

Unit IV You and Your Future
Relation between your school plans and your
vocational interests: Reed for tentative
formulation of your educational and vocational
objectives*
The purpose of the program in the Junior High School
should be to give a background and to provide an opportunity
for further study in the High School where occupational plans
are being tried out through chosen programs of study*
The oounselors in the Senior High School have a greater
pupil load than do those in the Junior High School as they
are responsible for approximately four hundred counselees*
The college counselor has all academic and technical college
students* The general course counselor is responsible for
the students of the general and clerical course for all three
high school grades. The stenographic counselor is in charge
of all the stenographic, bookkeeping €ind industrial course
students. These groups can easily be broken down into
classes and the classes into course groups which can meet
with the counselors during homeroom periods for group dis-
cussion of self-appraisal and occupations.
Such a program seems feasible and would provide a
practical background of Information which would make the
occupations course at the senior level a real program of
orientation to the World of Work*
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Program should Inolude all twelfth grade students*— The
writer, from her work with the experimental class Is con-
vinced that an organized course In occupations has a definite
value to all twelfth grade students. When It Is available
to a few only. It seems that these few should be those who
most need It. The students In the general course have had
no special training. For the first time, their particular
needs have been analyzed and matched to their Interests and
abilities, then related to the local labor market* As one
of the main objectives of an occupations class Is to develop
the ability to collect and to evaluate pertinent Information
about occupations at a time when the Individual needs It, It
would seem that the opportunity to secure definite, exact,
and practical Information Is of great value to all twelfth
grade students who are about to enter the world of work.
Such a plan may not be possible now but, as the planned
progr€un In Watertown progresses. It should be so constructed
and administered that It will Include all the twelfth grade.
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CHAPTER 7
THE REVISED COURSE IF OCCUPATIOFS
Suggestad Outline for Introduction and Self-Appraisal
The suggested outline which has grown out of the ex-
perience of the writer is given below. It will be revised
still more as the working out of the suggested topics reveals
areas which need adjustment in order to be of value to the
students in the Watertown High School. It follows the pattern
of the experimental course with revisions whioh have grown
out of information gained in the experimental venture.
Unit I Introduction and Bibliography - Periods 1-6
a. Discussion of aims and activities of course
1. Visit School and Public Library
2. Explore occupational file in guidance office
b. Discussion of Bibliography and Terminology
Unit II Self-Appraisal
A. Introductory statement
Making a wise choice of an occupation comes only when
the Individual has an understanding of self. He needs help
to evaluate his likes and dislikes, to understand his capacity
both mental and physical, and to see the relation of his
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economic assets, family backgroxmd, and work habits to his
own occupational planning. Only when he Is able to relate
this Information to the requirements of the many occupational
opportunities, can he receive full benefit of the wide choice
of selection offered In the world of work.
B. Specific Objectives
1. To aid the student to discover and to analyse
his capacities, abilities and Interests.
2. To Impress upon the student the need to evaluate
his capacities, abilities and Interests In order
to make an Intelligent choice of an occupation.
3. To assist students to relate their capacities,
abilities, and Interests to occupational re-
quirements In fields of Interest.
4. To show students how to make a self-analysis.
6. To create an understanding of personality
qualities essential for success In the world
of work.
C. Suggested Approaches :
1. Group discussion covering :
a. Discussion of autobiography or a vocational
life history.
b. Discussion of part-time work experiences.
c. Discussion of Influence parents' wishes
should have on occupational choice.
d. Discussion of profile charts of different
occupational workers.
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e« Make a ease study l^y discussing with
some relative or friend how he or she
decided on his or her present occupation
and toll what training was obtained for it.
Be prepared to toll the class of your
discussion.
f. Discussion of whether school training
should be of a general cultural nature
or of a kind which includes only training
which is directly useful in the performance
of work In an occupation.
g. Discussion of what makes life satisfactory.
h. Discussion of what good citizenship means.
2. Through visual education
a. Pictures, posters, graphs, etc.
b . Films
(1) Aptitudes and Occupations- Coronet
Productions, Slenview, Illinois.
(2) Choosing Your Vocation , Encyclopedia
Brltannioa yilms Inc. 20 Forth Wacker
Drive, Chicago 6, Illinois.
(3) Courtesy Comes to Town, Porum Films,
S^lS Sunset iouTevard, Los Angeles,
Califonxia.
(4) Finding Your Life Work, Vocation
Sul device Films, Inc. See Moines, Iowa.
(6) Many other films available through
film service at B.TJ. School of Education
D. Content for Detailed Study (Periods 6-24) .
1. The discovery of Individual differences
1/
a. Autobiography or vocational life-history
(1) Gktmes I liked best
^ Certrude Forrester, Methods of Vocational Guidance, D.C.leath and Company, Boston, 1944, p.SCV.
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I
(2) Hobbies €uid leisure interests I like
best.
(3) Kinds of people I like to be with
(4) Kinds of people I admire
(5) Experiences which mark the turning-
points in my vocational life-history
(6) Kinds of work I liked best
(7) School subjects I liked best
(8) Occupations for which I wish to pre-
pare
2# Personality traits
a* Self-rating charts
(1) Discussion of individual personality
rating chart which was used each year
from the seventh grade*
(it) Personality (e) Courtesy
fb) Appearance (f) Cooperation
(c) Reliability (g) Self-control
fd) Initiative (h) Work habits
(2) Discussion of desirable personality
traits for happy living.
(3) Relation of personality traits to
success in occupations.
3* Discovery of individnal differences through
testing program with use of :
a* Kuder Interest Inventory
h. Scholastic Aptitude Test
0* Cooperative Tests
d. Aptitude tests as desired
e* Individual profile chart
f. Relation to occupational planning
tf.V;,
r
.
-
*v r, j’ rr ' '>T ?,T*
'
?r har, .':oI'i:t.oF
Gu n ^ > I-.,- -.‘j- 'i'' ,. ./ .; 1
T <• 'to ''f^:':;
*
'
<
’ !'
.
“<
1
?'
'
’Ti’ !*' -- . t
y*-.K 1 t ‘T)r " '«' • * ^ i!' A '
jf. '.0 'ii-Tl:’' :.j)
Mu LuAn i ' • . \;r; " f 7 '
" I ’ T L'xl^ ^ / ’• ; :ifrcrO‘J<-' '. f '
'•.
‘ fYvt '\S y r>.TO<«‘TO'. . ’
'Z!^tXfjr: U*.' 1 Xo-.r; //,'• ^ rl
‘
"o rrc'fjr
'fo- .(/’.'v no A'{v-- ,?•'': ‘V! 0 •;•
.
. ,
i.
.
,,.
, oX;*T\ 'Xo a^^voc ^rfj ,-r :7'-
••>^o tTiro
.
(ff) O'j’
'
"
•’li'*; . ,
'
r^) 0 0 ( d:
lo'ii' •’o - (r.)
. .
A •
V
( •')
;
M) or i X i -f‘ ’! T / ^', } •
.t t r"n*^ t f o/ fj'y":: s'f ''' ‘ 1r. ..tr t
O' tol: r t h"CJ*'
n..' •„ Ts. ”i
' * ’ .' >'
'l^ n'> .’: ‘r *'€!' ( t >
,
'•!;' Ti yir.ortf^irB
.'rr^ronrj- a«o./xr'A^’i ' :. XrsrV; cvi-i-.-.i ^Tevooj. .f.
: ’Ic 0- *r ,:ir’';
I
V,'\
'
.I'lT'.j.'t:'!:
"
*V^i.
"
u*»' r? i:*^q . . .
'
.’o' - (-)?r J'-F:"r )
.
,or>'T b~f(<,fyr o-’ui'i J’nA
«
''.r'f r.c'*. .
T, rt trsnP.L'^i
•'’ ’ .''^ ' *
' f 0 oc 0 oJ :o
‘
'j •'
'-Vi
A
4. Application of individual differences to
(1) liking to work with
(a) people
(h) ideas
( 0
)
things
(2) Liking to handle
(a) materials
(h) machines
fc) money
(d) figures
( e ) plans
(3) liking or disliking
(a) Routine processes
(h) Commonplace surroundings
fc) Challenge of abilities
(d) Working under pressure
fe) Multiplicity of duties
ff) Traveling position
fg) Manual occupation
(h) Mental occupation
fi) Working under supervision
fj) Working in the midst of many
people
(k) Indoor work
fl) Outdoor work
b. Physical fitness
(1)
General Health
(2) Defects and handicaps
(3) Physical endurance
(4)
Special physical assets
1/ V.A. Teeter and E. 0. Stanfield, Preparing for Vocational
and Ayooational Life
,
Science Research Associates, 1700
Jrairle Avenue, Chicago, Illinois, pp.6-7.
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0 . Mental Fitness
(1) Scholastic aptitude
(2) Marks in school
(3) General abilities
(4) Social intelligence
d* Education necessary
e. Talents
(1) Artistic
(2) Creative
(3) Mathematical
(4) Mechanical
(5) Musical
(6) Dramatic
(7) Executive
f* Personality
(1) Dependability (9) Industry
(2) Cheerfulness (10) Alertness
(3) Sincerity (11) Tolerance
(4) Honesty (12) Agreeableness
(5) Friendliness (13) Loyalty
(6) Self-reliance (14) SeIf-
0
onfidene
e
(7) Punctuality (16) Ingenuity
(8) Adaptability (16) Courtesy
(17) Initiative
g* Analyzing vocational abilities
(1) Tests
(2) Vocational
(3) Self-inventory
(4) Vocational counseling
Suggested Activities
!• Making of occupational vocabulary
2. Making of scrapbook of occupational clippings
3* Writing of autobiography or vocational life
history
4, Making profile chart
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hto determine what personal qualities and traits
they consider most important in their employees.
Compile the information for class discussion.
8. Select a group of ocoupations which appeal to
you. Make a list of the specific abilities
or traits which you possess. Determine which
traits are needed in the occupation.
9. Trace some one ability as far back in your
family as you can.
10. Make a case study of someone you know who has
not seemed to be successful.
11. Make a case study of someone you know who has
been very successful.
12. Written essay "What .1 Want to Get Out of Life."
13. Personality factors I dislike in others.
14. Select a number of school clubs, like glee
clubs, debating society, football squad,
science club, and list the elements of
personality development that showed a gain
by taking part in these organizations.
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5. Making profile charts of workers in occupations
in which you are interested (use Minnesota
Occupational Hating Scales - pp. 59-102).
6. List at least ten personal qualities which
students think they possess. Have someone
else check list.
7. Interview as many local employers as possible
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15, Wliy is health so significant in relation to
personality ?
16* Describe the characteristics of an interesting
person*
17. What is meant by tact ?
18* What is meant by mental maturity ?
19. What clues to careers can be found in leisure-
time interests of people ?
20. What are the disadvantages of drifting into
an occupation ?
P* Questions for Discussion
1. Discuss briefly how you plan to develop some
ability.
2. Do most people follow the occupation in which
they are especially interested at an early age ?
Should they ?
3. Is there anything better than interest as a
basis for selecting an occupation ?
Give reasons for your answer.
4. How much responsibility should one take upon
himself in choosing a career ?
5. What bearing should aptitude have upon vocational
choice ?
6. Tell about vocation experiences that helped you
to find out about your vocational interests.
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?• Describe how some school subjects that you have
studied have helped you to discover occupational
interests and abilities.
8. List school courses which you may have tsiken
which have possibly helped you in discovering
your natural aptitudes.
9. List what you consider are the most Important
personal characteristics which are important
to anyone, regardless of occupation.
10. To what extent are our interests indicative of
our abilities ?
11. How would you distinguish between personality
and charm ?
12. What are the disadvantages of thinking you are
not worth much ?
13. Why is "self-improvement" not "selfish" ?
14. What suggestions can you give for making and
keeping friends ?
15. In what ways can you and your friends help one
another to improve your personalities ?
16. Why is health so significant in relation to
personality ?
17. Describe the characteristics of an interesting
person.
18. What is meant by tact ?
19. What is meant by mental maturity ?
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20. Wliat olues to careers can be found In leisure-
time interests of people ?
21. What are the disadvantages of drifting into an
occupation ?
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LEARFIITG ABOUT OCCUPATIOirS
A* Introductory Statement
The need of detailed study of occupations becomes
increasingly apparent when one views the many changes in
education, business. Industry, and society which are the
aftermath of the World War* The very multiplicity of op-
portunity oreates confusions out of which youth can emerge
with a sense of security and certainty only if given the
information which will aid them in making their personal
adjustments. The better the individual is informed con-
cerning the requirements of all types of occupations, oc-
cupational trends, labor legislation, work conditions, and
techniques of getting the job for which he is best fitted,
the more successful becomes his daily life and the more
valuable he becomes to society*
Specific Objectives
1* To help youth think analytically in teims of
problems and solutions*
2* To acquaint youth with the socio-economic
aspects of occupational life*
3* To make youth aware of the occupational problems
they face*
4* To provide accurate up-td-date information
about occupations.
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5* To acquaint youth with the community occupations.
6. To give specific information about chosen
occupations.
7. To show how dependent workers in one occupa-
tional family are on those in all other
families, thus indicating the importance of
all honorable work.
8. To make youth realize that there are a hundred
ways in which a llTlng is made.
Suggested Approaches
1. Through discussion of :
a. Heed of adapting to changes
b. Work problems of parents, grandparents
0 . A successful person from occupational
viewpoint
d. What students learn on part-time Jobe
e. Case studies of successful people you know
f. Current news items of capital and labor
relatione
g. Biographies of well known people
2. Through visual aids :
a. Slides, pictures, posters, graphs
b * Films
(1) Fllmslldes, Society for Visual Educa-
tion, Inc. 100 East Ohio Street,
Chicago, Illinois.
Job Classification Series ($2,25 per
filmelide)
(a) Classification of occupations
(b) Professional and managerial
occupations
(o) Cleirlcal and Sales Occupations
(d) Service Occupations
(e) Agriculture, fishery, forestry,
and kindred occupations
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(1) ff) Skilled Occupations
Semi-skilled Occupations
fh) Unskilled Occupations
( 2 ) Many films available on specific occupa-
tlons
Content for Detailed Study- Periods 25-60
1. Background of Oconpatlons
a. Man’s interdependence
fl) Growth of interdependence
(2) Primitive methods of work
(3) Development of specialization
(4) Effect of specialization
(6) Our highly specialized working
world
(6) Release of human energies for
cultural services and leisure-
time activities
h. Evolution and importance of occupation
grouping
(1) The merchant guilds
(2) The craft guilds
(3) Present-day significance
(a) Employee and Employer
organizations
(h) Trade associations
fc) Professional organizations
0 * Socio-economic factors in the study
of an occupational area
(1) Basic attitudes toward occupa-
tional rewards other than money*
d* Legislation affecting workers
(1) Social security
fa) Old age Insurance
(b) Unemployment compensation
fc) Wage and hour laws
fd) Child Labor Laws
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2# Claeslfloatlon of ocoupations
a* 1940 Census
(1) Professional workers
(2) Proprietors, Managers and Officials
f3) Clerical and Sales workers
(4) Craftsmen
(5) Operatives
(6) Domestio Service workers
(7) Protective Service workers
(8) Other Service workers
(9) laborers
b. Significance of Trends in Occupations
(1) Technological
(2) Commercial
(3) Personal and Domestic
(4) Professional and semi-professional
3. Study of local occupations
a* Kind of occupations
b. Types of work involved in occupation
c. Kumber of people employed
d. Opportunity for entry jobs
4, Study of chosen occupation
a* Importance of occupation
b. Dumber of workers engaged in the occupation
0 * Deed for workers — trends
d* Duties
e. Qualifications- physical- mental- personal-
ity
f. Preparation
g. Method of entering
h. Advancement
i. Delated occupations to which job may lead
j • Earnings
k* Regularity of employment
!• Health and accident hazards
m« Organizations
n. Typical places of employment
o. Relationship between school subjects and
the occupation
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E. Suggested Aotlvltles
1* Make a list of school subjects you have taken
in high school. After each one check those
which have general value in occupations and
list as many occupations in which training in
this subject might be of particular value.
2. List as many occupations as you can find
which are now extinct.
3* Make a chart showing the number of gainful
workers in the United States, classified
according to sex, and occupational group as
shown by the 1940 Census.
4. Report on an interview in which you gained
information by using the check list which
has been furnished you.
6* Make a scrapbook of occupational clippings.
6. List various ways in which one can learn
about occupations.
7. There are many ways in which occupations may
be grouped together. Some of these are:
a. Two classes— handwork occupations and
brainwork occupations
b. Pour classes— unskilled, semi-skilled,
skilled, and professional
Suggest other ways in which occupations might
be grouped.
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8. Lectures of visiting speakers
9* Field trips to business and Industry
10* List occupations which science and invention
are changing.
11. List occupations which high school graduates
may enter.
12. List some of the reasons for and against labor
unions.
13. Talk with a member of a union about his work
and report your findings to the class.
14. Make a study of Massachusetts and United States
labor laws governing youth.
6
Make a bulletin board display of occupations
you are Interested in.
16. Write a brief story about the C.I.O. and the
A.F.L
.
I-
!
17. List some of the arguments for and against
labor unions.
18. Explain some of the problems of the National
Labor Relations Board.
P. Questions for Discussion
Labor Relations
1. Give reasons which show why workers and owners
must cooperate.
2. If a worker learns to cooperate successfully
in a store, shop, or factory, will this help
him to be a better citizen ? Why ?
1
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Fame several ways in which an employee may
avoid nnethioal practices in his relations
with his employer and with the public.
Explain what is meeoit by collective bargaining,
mediation, arbitration.
What is the difference between government
ownership and government regulation ?
Discuss ways in which the government has
attempted to act for the benefit of workers.
Explain why we require peddlers, plumbers,
electricians, teachers, and doctors to take
out licenses.
Do you think that laws to protect women and
children are justified ? If so, why ?
How does the Social Security Act affect you ?
What is the use and function of labor unions
to our society ?
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Di 30xis8ion Units for Survey Course of Major Occupations
A* Professional, Technical, and Managerial Work 0-Z
0-Xl Artistic Work
0-Z2 Musical Work
0-Z3 Literary Work
0-Z4 Entertainment Work
0-Z5 Public Service Work
0-Z6 Technical Work
0-Z7 Managerial Work
!• What is a profession ? Wame ten professions*
2* What is the relation of compensation to preparation ?
3* What is. meant by the term "occupational levels" ?
4. What per cent of our gainfully employed work is in the
professional field ?
5* What are some of the major divisions in the professional
field ?
6* Why do so many young people wish to prepare for pro-
fessional work ?
7* Grlve an example of how the level of an occupation may
change •
8. What are some of the professions that require special
talent ?
9. What are some of the fields of work open in the Arts ?
10. Discuss the work of designers in industry.
11. What are the opportunities for illustrators and for
photographers ?
12* What would you regard as the personal qualifications
essential for a career in art ?
13* What are the chances for becoming an actor for the screen?
14. What other opportunities are there in the entertainment
field ?
16* How does one prepare for the practice of law ?
How admitted to the bar ?
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What are the advantages and the disadvantages of the
law as a profession ? Of medicine ?
17. What does the librarian do ? What are the opportunities
for employment? What preparation should the librarian
have ?
18. Where can training for nursing be secured ? How long
a time is required for preparation ?
19. What is meant by public health nursing ? How long a
time is required for preparation ?
20.
How many teachers are there in the United States ?
21.
What are the opportunities in scientific research ?
22. What is journalism ?
23. How do writers give work to others ?
24. Define engineering as a profession.
25. How has the work of an engineer influenced our daily
lives ?
26. What are the major fields in engineering ?
27. What phases of engineering seem to offer the greatest
opportunities ?
28.
What is the function of advertising ? What is the
relation between selling and advertising ?
29. Is advertising a profession ? What is a profession ?
30. Why is a knowledge of human nature so Important in
advertising ?
31.
What are some of the beginning jobs in advertising ?
32.
33.
34.
36.
36.
37.
What salaries are paid in advertising ?
Where may one study advertising ?
What is meant by civil service ?
Why has the number of employees of the Federal Government
increased consistently ?
If you wish to obtain a civil service position, how would
you proceed ?
How many persons are employed by the Federal Government?

38. Does Watertown operate under the civil service plan
in the selection of employees ?
B. Glerical and Sales Work 1-Z
1-Xl Computing Work
1-X2 Recording Work
1-X4 General Clerical Work
1-26 Public Contact Work
1* What is the significance of clerical occupations in
relation to the employment of women in business and
Industry ?
E. Why was the invention of the typewriter of very great
importance ?
3* Name the more important clerical occupations.
4. What has been the trend in clerical occupations for
the past twenty-five years ?
5. Where do stenographers secure training ? How much
general education should a stenographer have ? Wh&t
is the difference between a stenographer and a secretary?
6. What are the personal qualifications for stenographers?
7. What are some of the machines used in modem offices ?
What work does each perform ? Will the use of machines
increase ?
8. What is a mimeograph machine? A raultigraph? A stenotype?
A comptometer ?
9. Is bookkeeping a machine occupation? What training
should a bookkeeper have? Where may the training be
secured ?
10. What is the relationship between advancement in clerical
occupations and the amount of general education which
the individual has ?
11. What work is done by an accountant ? A CPA ? Why is
this work sometimes spoken of as a profession ?
What training is required ?
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18* Why is retail selling spoken of as a homan husiness ?
In what respects is it different from production ?
13* What group of stores has the greatest number of estab-
lishments ?
14, What is meant by a chain store ? Do we have many in
Watertown ?
16* What per cent of the employees in a large store are
selling ?
16* What are the characteristics that make for success in
retail selling ?
17* Tell what the steps to better ^obs are in selling.
How are sales people rated ? Promoted ?
18. What are the salaries which one may expect in retailing?
19. What are some of the better Jobs in retail stores ?
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C* Servloe Work 2-2
2-21 Cooking
2-23 Child Care
2-25 Personal Service Work
1* Name ten Jobs or types of work open to the girl who
specializes in foods.
2. What is meant by institutional management or food ad-
ministration ? What are the qualifications for work
in this field ? Where and how may training for such
work be secured ? What does the dietitian do ?
3* What are some of the positions open to teachers in the
field of home economics ? Explain the work of the
Extension Service. Nursery School.
4. Suggest several lines of wort in foods which a girl
may engage in who cannot seotire training beyond high
school.
5. How do the hours, wages, and opportunities for promotion
of hotel workers compare with those of employees in
retail stores in your community ?
6. What are the duties of a chef, a steward, a housekeeper ?
7. How much education is advisable in hotel employment ?
8. Discuss the trends in the restaurant business.
9. Compare the hotel and restaurant fields from the stand-
point of employment opportunities.
*10. How much does the average woman spend in beauty shops
each year ?
11. What are the personality traits and physical character-
istics that are most desirable for workers in beauty
parlor occupations ?
12. What would you regard as ideal preparation for this
group of occupations ?
13. What are the steps to better Jobe that might lead to an
executive position in oosmotology ?
14. What are some of the positions in this field that require
a very high degree of ability ?
15. How might one get a Job in this field ?
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D . Agrlonlttiral
,
Marine, and Forestry Oooupatlons 3-Z
3-Zl Farming
3-X8 Marine Work
3-Z9 Forestry
!• Why is farming the occupation to which men have always
turned for subsistence ?
2* Why does farming offer a higher degree of security than
any other work ?
3* Why has the farming population of the TThited States
steadily declined ?
4. Would you say that farmers are more or less efficient
today than ever before ?
5# What is the outlook of farming as you see it ?
6. What is meant by the term, types of farming ?
7* What are the occupations in farming ?
8* Why do we say that farming is a mode of living ?
9.
What do you consider the chief qualifications for farming?
10. What opportunities are provided by the Federal and State
governments for farm training ?
11. Discuss the amount of capital required to own and to
operate a farm.
12. What are the two Important types of farm organizations ?
Give an example of each.
13. From your own point of view, what are the advantages of
farming as an occupation ? Disadvantages ?
14. Suggest ways in which it would be possible for city boys
to try out farming as an occupation.
15. Why are all of us, regardless of the kind of work we do,
dependent upon the farmer ?
16. How does the degree of prosperity which the farmer enjoys
affedt the manufacturer, the worker in business, and
the professional man or woman ?
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17# Who was Luther Burhank ? How would you classify his
occupation ?
18* What are some of the sources from which information
about agricultural occupation can be obtained ?
19* What teaching positions are open in the field of
agricultural occupations ?
20. What positions in the field of agriculture are open
to research workers ? (Waltham field station)
21. What is the Agricultural Extension Service ?
22. What does a county agent do ? A home demonstration
agent ?
23. What is the Farm Credit Administration ? The Soil
Erosion Service ? The Crop Heporting Service ?
What positions are open in each field ?
24. Oral report on lives of following ;
Luther Burbank
Eli Whitney
Cyrus McCormick
Stephen Babcock
G.E. Swift
William Dempster Hoard
Henry A. Wallace
John Deere
Seaman A. Knapp
Liberty Bailey Hyde
Alfred Charles True
James Wilson
26.
Why are forests essential to human welfare ? Discuss
their importance in connection with soil erosion control;
floods; drought
•
26. Why is forestry considered a new profession ?
27. What are some of the occupations in forestry ?
28. What departments of the Federal government employ
foresters ?
29. How many persons are engaged in forestry work ? (1940
Census)
30. What training must one have to enter forestry as a
profession?
31. What are some of the products besides lumber, from our
forests ?
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E. Meohanloal Work 4-X
4-Z2 Machine Trades
4-X6 Crafts
!• What is a skilled trade ? What is a craft ? What is
the difference between the Job of a machine tender and
that of a machinist ?
2* Why do we have a shortage of skilled craftsmen ?
3* If there are 500,000 workers in any occupation, how
many new recruits must be secured each year, in your
opinion, to keep the number the same ?
4* Why is it said that workers prefer ”white collar" Jobs ?
Do you think this opinion is correct ?
5. What is meant by apprentice training ?
6. What is meant by the term Journeyman ?
7* What does a tool and die maker do ? A pattern maker ?
An all-round machinist ?
8* What is the wage scale for union tool makers ?
9* What are some of the personal qualifications that should
make for success in the metal trades ?
10. Where may workers in the metal trades secure employment ?
11. What opportunities are there for workers to go into
business for themselves ?
12. Where do garage mechanics get their training ?
13. Give the requirements for painter, carpenter, electrician,
plumber, steeun fitter. Give the advantages and dis-
advantages of each.
14. What is the greatest disadvantage of working in the
building trades ? The greatest advantage ?
15. Why is the amount of construction a good index as to
the prosperity of the country ?
16. What are the trends in the field for electricians ?
17. Tell something of the history and development of the
Telegraph Companies.
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18* What are some of the occupations represented in the
telegraph service ?
19. Is communication hecoming more or less important in
relation to husiness and social life ?
20. What are the fields of work in radio ? Which offers
the greatest opportunities for employment ?
21. What are some of the positions in radio broadcasting ?
How may these positions be grouped ?
22. How has the radio increased the opportunities for
workers in other fields ?
23. Where are radio engineers employed ?
24. How are radio Best distributed ?
25. What is meant by radio servicing ?
26. What are the advantages of working as a radio operator ?
27. Where are radio operators employed ? What training
must they Have. What salaries may be expected ?
28. Name all the occupations you can that may be found
among the employees of the telephone company.
29. Por what positions may girls apply with the telephone
company ? The boys ?
30. What forms of travel and transport are included in the
field of transportation ?
31. Into what divisions may workers in transportation be
classified ?
32. Which modes of travel and transport are increasing in
the number of employees ? Which decreasing ?
33. Discuss training requirements for typical transportation
jobs.
34. Why is water transportation important ?
36. What are the trends in aviation ?
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MIT IT TEOMIQTJES IE SECURING AITD HOLDING A JOB
A. Introductory Statement
Today it is more difficult than ever to learn where
employment is available and to get in contact with those
who have vacancies to fill. Inexperienced youth will find
it difficult to bridge the gap unless he is aided to under-
stand his own abilities and their relation to the world of
work, and to sell himself. These understandings are especial
ly important now because of the rapid change in the char-
acter of work which meikes many Jobs less permanent, and
the necessity of repeatedly seeking a suitable Job in his
field is more probable.
B. Specific Objectives
1* To make students familiar with ways and means of
locating a Job opening, obtaining a position, and
making advancement in the world of work.
2. To assist youth to learn the available Job op-
portunities in the community.
3. To show students the many techniques employed in
getting the Job.
4. To give experience in interviewing, writing letters
of application, in filling out application blanks.
6. To bring the student to a realization of the im-
portance of wise use of leisure time to round out
vocational life.
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C* Suggested Approaohee
Through discussion of:
a* Case studies of last year’s graduates
b. Samples of application blanks from local
business or industry
0 . Want ads from newspapers
d. Ads listed on guidance bulletin board
e. People you may know whose hobby has become
their life work*
Through dramatisation
Through visual aids
a* Pictures, posters
b • Films
(1) Your job«» are you preparing for it , and
How to Apply For, Win, and Advance on the
Job
,
The Society for Visual Education,Inc*
,
Chicago, Illinois*
(2) Finding Your Life Work and getting and
Holding a Job « Vocational Guidance Films,
Inc*, Des Moines, Iowa.
(3) Other films.
D* Content for Detailed Study Periods 61 to 72.
1. Techniques of securing and holding a Job.
a. What you have to offer
(1) Determine your assets
(a) Personal facts (physical)
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(b) Eduoatlon
fo) Experience
fd) Skills
b* Finding the Vacancy
(1) Gruidance office
(2) Tips from friends or relatives
f3) Contact from former part-time employers
(4) The telephone directory
(6) Employment agencies
(6) Newspaper "Help Wanted" ads
c. Letters of Application
(1) Care in following rules of good writing
(2) Be truthful, state facts clearly.
d. Application forms and special tests
(1) Fill out carefully in ink
(2) Draw a line through items which don’t apply
( 3 ) Be truthful
(4) Do all tests carefully and willingly
e. The interview
(1) Check yourself as to dress, etc.
(2) Take all identifying certificates
(3) Have your pen and pencil
(4) Have two names of persons who have given
you permission to use them for reference
(6) Obey all the rules of courtesy
(6) Write follow-up thank-you letter if
advisable.
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f* Ad;)usting to the Joh
(1) Be grateful for help of fellow workers
(2) Don't promise more than you can perform
(3) Show interest in helping others
g* Worthy use of leisure
(1) Purposes
(2) Why increasing in importance
(3) What to consider in selecting leisure activity
(4) Where activity can be realized
(5) Where hobbies may lead
Suggested Activities
!• Prom classified advertising section of your daily
newspaper cut "employment wanted" advertisements.
Classify and place in notebook.
«
2. Discussion of "Qualities I Should Like in an
Employer."
3. Keep a scrapbook putting in such Information as
examples of letters, applications, etc.
4. Kind out where and how working permits may be
obtained.
5. Discuss civil service blanks.
6. Make a complete study of the occupational opportunity
file.
7. Write an ad applying for work for local newspaper.
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8« Discuss getting a job from the standpoint of
selling yourself*
9* List the available recreational facilities in
your oomnnmity.
10. Make a list of the way students in class spend
their leisure time.
11. List ten worthwhile hobbies.
12. Is it any business of your employer how you spend
time when not working ?
F. Questions for Discussion
1. Should one feel that the first job he takes is
permanent ?
2. Is the most pay for the least work a wise policy ?
3. Should one make application for a job over the
telephone ?
4. What is the best time of day and day of the week
to seek an interview ?
5. If I understand my particular job, do I need any
other knowledge ?
6. Is it sometimes harder to hold a job than to get
it in the first place ?
7. Is it better to get a job at home or to go away ?
8. What are some of the ways you can leave an interview
open so that you may go back again ?
9. What is a blind-alley job ?
10.
Is it easier to get a job if a person can do more
than one thing well ?
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11* Does a pull help in getting a job ? In holding it ?
12, Should you state salary you expect ?
13, What can the D.S. Employment Bureau offer You ?
14, Is it any business of your employer how you spend
time when not working ?
16. Have people always had leisure time ?
16. Why should we become increasingly aware of the
importance of recreation ?
17. What are your federal, state, and local governments
doing to promote recreation ?
10. What has your high school done to promote worthy
use of leisure time ?
19. Should there be more recreation in the home ? Why ?
20. What is the best way to keep from going vocationally
stale ?
21. How should one ask an employer for an increase in
salary ?
22. Should one refuse to work overtime without pay ?
23. Why is success in later life dependent upon habits
formed now ?
24. How may too rapid advance prove to be a handicap ?
25* Is there such a thing as a self-made man ?
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3. Periodicals useful to teachers of Occupations.
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American Vocational Journal, American Vocational Association,
Ino«
,
S20 fiast 42nd Street, Few York 17, F.Y* Monthly,
;
tl2.00
Career Fews » B*nai B*rith Vocational Service Bureau, 1003 K
Afreet, F.W., Washington, D.C. (Bi-monthly) 60ji(
|
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,
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|
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,
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